
HOW TO USE THIS TOOLKIT

This training toolkit was created by Montgomery County, Maryland Advanced
Practice Center (APC) for the National Association of County and City Health
Officials (NACCHO) to provide local public health agencies training modules on
staff roles and responsibilities for emergency dispensing and vaccination clinics
(DVC). Even though this training was based upon a smallpox clinic model, it can be adapted for
use of a medical dispensing clinic model, which includes use of licensed healthcare staff for dispensing
operations.  This toolkit provides lesson plans, tools and resources in order to conduct
these trainings. This training toolkit has four components: booklet, appendices, CD-ROM, and a DVD. 

The third component is a CD-ROM containing the entire
presentation of the guide booklet and appendices in a PDF format.  

The fourth component is a DVD that contains two videos to be used
with the third and fourth training modules. The first video,
Operation Caroline, demonstrates a mock staging on the components
of a DVC and the second, Operation Dagwood, an orientation
exercise video addressing the logistics and operating of a smallpox
vaccination clinic.     

The first component is the instructor's guide booklet on four training
modules to use in staff orientation and/or review in DVC roles and
responsibilities.  The modules include: instructor's checklist, training
overview, scenarios, summaries and evaluations. 

The second component is the appendices of resources and templates
for Road Map to Preparedness Key, Job Actions Sheets for DVC Roles
and Responsibilities, Description of DVC stations, Evaluation of
Training Modules, and PowerPoint Presentations of modules.

Technical requirements:
CD-ROM: IBM Compatible or other PC with CD-ROM drive,
Microsoft Windows® 95 (or later), Mac OS 9 (or later), Adobe
Acrobat® Reader (included).
DVD: IBM Compatible or other PC with DVD drive or separate
DVD player. 
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(3) Be aware of your worksite’s emergency plan.  Contact your 
supervisor for access to this plan. 
 

 

 
 
 

 

(4) Incident Command 
Attend a training on incident command scheduled by the 
department. 
Write your name in the proper place in the chain of command on 
one of the incident command charts provided. 
• If you are assigned to the outbreak response team or the 

information line (hotline), use the public health command 
center chart (attachment A). 

• If you are assigned to the dispensing vaccination clinic, use 
attachment B. 

 

 

 

(5) Be aware of the County and PHS emergency response plans, 
(attachment C¹) as well as shelter protocol for nurses (attachment 
C²). Know your roles and responsibilities: 
• Outbreak response team- attachment D 
• Information line (hotline)- attachment E 
• Dispensing vaccination clinic- attachment F 

 

 

(6) Use attachment G to complete your family emergency 
response plan and emergency contact information. Share the plan 
with your family and everyone involved in carrying out your 
plan. 

 

 

(7) Draw a map showing how you would get from your home to 
your designated location. Plan 3 different routes in case 
unexpected street closures obstruct your way. 

 

 

 

(8) Demonstrate your ability to use communication equipment 
that you may need to use relevant to your role in case of an 
emergency. See check-off list provided (attachment H). 

 

 

 

 

  
 



 

(9) Be aware of how you will be notified in the event of an 
emergency. Keep your supervisor informed of any telephone 
changes (work, home or mobile). 

 

 

(10) Review the Johns Hopkins University Center for Public 
Health Preparedness’ “Risk Communication” lecture slides 
(attachment I). 

 

 

(11) Describe to your supervisor how you would use risk 
communication skills in the workplace. 

 

 

 

(12) Become familiar with Weapons of Mass Destruction (J¹) 
and disease reporting systems used locally (attachment J²). 

 

 
 
 

 

(13) Demonstrate emergency preparedness skills through 
exercises: 
• View the “Montgomery County, MD Mock Vaccination 

Clinic” (Exercise Dagwood) video. 
• Participate in exercises/trainings scheduled by the 

department.  This will provide opportunities to practice and 
demonstrate your emergency preparedness skills. 

• Respond to emergency preparedness activities and public 
health emergencies as assigned. 

 

 
_____________________ has completed all Bioterrorism and Emergency Preparedness activities 
         Print name 
 
indicated in this Road Map, or an equivalent demonstrating mastery of the Bioterrorism and 
Emergency Preparedness competencies. 
 
 
_____________     ________________________ ________________________ 
Date completed      Employee signature  Supervisor signature 
 
 
Visit the Public Health Services’ Emergency Preparedness/Bioterrorism Training 
Information Site at http://hhsintras1.mcgov.org/hhs/PHS/Emer_Prep_Bio.htm 
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